ACCELA CITIZENS ACCESS (ACA)

ONLINE PERMIT SYSTEM INSTRUCTIONS

Message from Office of Construction Code Enforcement

For your convenience during our office closure, we are providing a temporary online solution for
permit applications and plan submission.

This temporary solution has limited functionality. Our full solution will be available when our office is
fully operational. We hope you will continue to use this online service to conduct business. You will be
able to create a full profile, register your License information, add delegates that need to do business
on your behalf, track permit status, request inspections, and much more.

Please direct questions on using Accela Citizens Access (ACA) to code.enforcement@shelbycountytn.gov.

Step 1: Reqister for an Account

Go to https://aca3.accela.com/SHELBYCO/, youod6l |l need to register for

How to Register for an ACA Account

1) Firsttime users, p | e aRe@istdi for an Accounta
Returning customers, please continue to login with your existing credentials.

2) On c e Yy armvedateour site: https://aca3.accela.com/SHELBYCO/ you can Register for an
Account or Login using the links at the top right. You can also register for an account in the
grey Login window.

DIVISION OF PLANNING
I AND DEVELOPMENT

m Building Licenses

Advanced Search =

Please Login togh

Many online services offered by the Agency require login for security reasons. If you User Name or E-mail:
are an existing user, please enter your user name and password in the box on the right. ‘

New Users Password:
If you are a new user you may register for a free Citizen Access account. It only takes a

few simple steps and you'll have the added benefits of seeing a complete history of

applications, access to invoices and receipts, checking on the status of pending

activities, and more. m
Register Now » Db s i B et

Ieogofenn, password
ewe Qegsterfo an Account


mailto:code.enforcement@shelbycountytn.gov
https://aca3.accela.com/SHELBYCO/
https://aca3.accela.com/SHELBYCO/

3) After you have read and agree to the terms of use, check the box il have read and accept the above
termsda n d cdomtiade tofRegistrationo .

Account Registration

You will be asked to provide the following information to open an account:
+ Choose a user name and password
+ Personal and Contact Information

« License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

General Disclaimer
While the Agency attempts to Keep its Web information accurate and timely, the

Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

|« 1 have read and accepted the above terms.

Continue Registration »



4) Next, please insert the login information you would like to use. You will need to remember this
information to use Accela in the future.

Enter login information here to ensure you retain it:

Username:

Password:

m Building Licenses

Advanced Search +

Account Registration Step 2:
Enter/Confirm Your Account Information

* indicates a required field.

Login Information

Enter your User Name and Password. You must also enter a unigue email address

*User Name:

* E-mail Address:

* Password:

*Type Password Again:

* Enter Security Question:

= Answer:

Contact Information

Pleaze select whether you are registering as an individual or as an erganization (business) and enter your contact information.

Continue Registration »
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5) After your informationisc o mp |l et e and aContaat laforenationon d dAddcNiew on.

(This is required to register your account.)

Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

* indicates a required field.

Enter your User Name and Password. You must also enter a unique email address

*User Name: @

jamesdoe

* E-mail Address:

jamesdoe@buildersmem.com

* Password: @

sasnssse

*Type Password Again:

* Enter Security Question: @

Grandmother's maiden name

* Answer: @

Jones

Contact Information

Please select whether you are registering as an individual or as an organization (business) and enter your contact information.

Add New



6) Enter your Contact Information. The details added here will be used as your primary account
information.

fBaveothe information.

Contact Information >
* Individual/Organization:
--Select—- -
*Name of Business:
DBA/Trade Name:
Work Phone: Mobile Phone:
* E-mail: Preferred Channel:
--Salact—- -
FEIN:
+ Contact Addresses
Add Additonal Contact Address
To edit a contact address, click the address link.
Showing 0-0 of O
Action Address Type Address Recipient Status
Mo records found.

You should get a mes s &grdacthddedsucgssfullgd .t hat your i

«" Contact added successfully.

Memphis Builders
jamesdoe@buildersmeam.com
Home phone:

Mobile Phone:5555555554
Work Phone: 5555555555
Fax:

Edit Remove

» Contact Addresses



7) Next, select PAdd Additional Contact Addressesoand complete the requested information.

Contact Information ?

* Individual/Organization:

COrganization i

* Name of Business:

Memphis Builders

DBA/Trade Name:

Work Phone: Mobile Phone:

553535535559 5555555554

*E-mail: Preferred Channel:

jamesdos@buildersmem.com --Select-- -

FEIN:

* Contact Addresses

Add Additional Contact Address

TO &0l d COMECT JOaress, CIcK e a0aress k.

Showing 0-0 of 0

Action Address Type Address Recipient Status

No records found.



8) Selecti Save and Cl oseo

Contact Address Information

Address Type:
--Salect-- -
Address Line 1:
Address Line 2:
Address Line 3:
City:
State:

--Select— -

ZIP Code:

Save and Close Save and Add Another m Discard Changes

9) You should get another natification that your account was added successfully, and you can now
proceed tologin.

Your account has been created successfully. You can Login to use the system.

From there you can edit or delete your profile.



Step 2: Apply for Permits on ACA (back to top)

Once you have created your account in ACA you can now apply for permits and make payments.

1) Once you Login to https://aca3.accela.com/SHELBYCO/ using your existing credentials, click on the
fHomeo B u totsee screéntas shown on the following page).

Login

User Name or E-mail:

Password:

Remember me on this computer
I've forgotten my password
New Users: Register for an Account

Arrive at the Home Screen.

Sel eCateaft e an AmpltiheatBiuo h @A pnpgl ys efcotri indhe LLiniersesection.o

m Building Licenses

Dashboard My Records My Account Advanced Search =

Cart (0)

Your cart is empty.

Welcome Memphis Builders

You are now logged in.

What would you like to do today?
To get started, select one of the services listed below:

General Information Building

Lookup Property Information Create an Application
Search for a Provider/Education Search Applications
Search for a Licensee Schedule an Inspection

Search for a Food Facility

Search for Certified Businesses

Licenses

Apply for a License
Search & Renew Licenses

Schedule an Inspection


https://aca3.accela.com/SHELBYCO/

The following applications can be found in the Building tab:

Certificate of Occupancy

Residential and Commercial Accessory, Addition, Alteration, & New Construction
Residential and Commercial Electrical

Residential and Commercial Mechanical

Residential and Commercial Plumbing

Residential and Commercial Demolition

The following application can be found in the Licenses tab:
State and Local Construction Licenses: Building, Electrical, Mechanical, and Plumbing
Signs i Permanent
Elevators
Mobile Home Pads

You carCrelagse fan ApAdidlcya tfi cornhysseldcting teertab beader.

Home QEINEIGEM Licenses Home  Building @

Create an Application Search Applications Apply for a License Search & Renew Licenses



2) Once you have read and agr deavaread and acceptehemsmye p | e a
termso . T h e €ontinlue Apglicaiiono .

Please edit your browser settingsto i Al | o-w p Branpthis site before proceeding.
Home QTG Licenses
Create an Application Search Applications

Online Application

Welcome to Agency's Online Permitting System. Using this system you can submit and
update information, pay fees, schedule inspections, track the status of your
application, and print your final record all from the convenience of your home or
office, 24 hours a day.

Please "Allow Pop-ups from This Site" before proceeding. You must accept the
General Disclaimer below before beginning your application.

General Disclaimer
While the Agency attempts to keep its Web information accurate and timely, the

Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

¥| | have read and accepted the above terms.

Continue Application »
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3) You are now ready to choose the type of permit that you need. As an example, we will
demonstrate a Commercial Electrical Permit.

SelectiConti nue Applicationo.
Home DG Licenses
Create an Application Search Applications Schedule an Inspection

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

¥ Certificate of Occupancy
() Certificate of Occupancy

¥ Residential Building
(_) Demolition Permit
(_) Residential Accessory Structure Permit
(_) Residential Addition Permit
(_) Residential Alteration Permit
(_) Residential New Construction Permit

¥ Commercial Building
() Certificate of Occupancy
() Commercial Accessory Structure Permit
(_) Commercial Addition Permit
() Commercial Alteration Permit
() Commercial New Construction Permit
(_) Demolition Permit

¥ Electrical
(@) Commercial Electrical Permit
(_) Residential Electrical Permit

¥ Mechanical
(_) Commercial Mechanical Permit
() Residential Mechanical Permit

¥ Plumbing
() Commercial Plumbing Permit
() Residential Plumbing Permit

Continue Application »
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4) Next, enter Contact Information in the Licensed Professional List and the Contact List. You will
enter or select which contact information you wish to have attached with this application.

These contacts will be contacted regarding issues with the application and fees owed.
Licensed Professional (where applicable)

Sel eAdd Newo t oLicanded Professional information. You can choose between the General
Contractor and Homeowner. You must enter your state or local license number.

Licensed Professional List

To add a new licensed professional, click the Select from Account or Add New button. To edit a licensed professional, click the Edit link. To find a licensed
professional, click the Look Up button.

Add New Look Up

Showing 0-0 of 0

License Number License Type Contact Name Business Name Action

No records found.

Licensed Professional Information

First: Middle: Last:
* Name of Business:
Memphis Builders
Business License #:
Home Phone: Mobile Phone:
* E-mail Fax:
* Address Line 1:

Address Line 2:

*City: *State: *Zip:

Memphis TN v

Save and Close Discard Changes

12



Contact

S el eSelect ffom Accounto t o use the information you enter

Select which contact you want to add. Note: This person will be contacted if there are any issues with
the application.

Sel eAddNeW0 t o add a di f f e ntheatcountdolderotothis applidater. t h a

Contact List

To add a new contact, click the Add Contact link. To edit a contact, click the link next to a contact name.

Select from Account Add New Look Up

Showing 0-0 of O

First Name Last Name Business Name Contact Type E-mail Action

No records found.

Continue Application » Save and resume later

On eCoriitactdo mu s Applicantofi s e froenche i@ @y mrepalown list.

Select Contact from Account Add New
Memphis Builders
*TYPE: | poiicant . Select Contact Type X

Select contact addresses for this contact to attach to the record.

Showing 0-0 of 0

* .
Type: | Applicant A |

Address Type Recipient Address

No records found. Discard Changes
Discard Changes

Cl i Coktinded . Whoth a Licensed Professional (where applicable) and at least one Contact
has been added.
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5) Next, enter Location information for the project.

Enter as few values as possible to search for a valid address (i.e. just the "Street No." or "Street
Name"). A general search will return a list of results from which you can select a specific address.

Please just put in the street number and/or street name. Do not fill out all fields. The more general
address search, the more likely you are to find the correct, valid address as it exists in our system.
(See next page for an example).

Troubleshooting Addresses:
lcandt find Itdhre saedadrrcelsisng f or .
1 Enteronlyt he street number, ASearcho, and revi
present.

| 6m uncer t aproper aame forta sttedt @iwy 14 vs Austin Peay; S Parkway vs South
Parkway; Union Ave Extended vs Union Extended)

i Enteronlyt he str eeteamruwnmbier ,anfdS revi ew the | i st
present.

The address is not present on the list even when | only search the street number.
1 You may be required to submit a paper application. Contact our office.

If you want to change the initial address searched, pl ease make Glue duttdho use
before searching again.

Step 2: Application Information > Work Location

In this page, identify the physical address where the proposed work will take place.

* indicates a required field.

Address
* Street No - Direction: *Street Name: Street Type:
555 --Select-- ¥ --Select-- v
Unit Type: Unit No.:
--Select-- hd
City: State: *Zip:

--Select-- v

o [ o

S e | eSearchdi.
14



Next, select an address from the list of valid addressesreturned. | n t he exampl e be
searched for street n umtbreedall Adergsses in Sheldy Coumtg witk @ a r ¢ h
555 street number.

Address Search Result List
Addresses

Showing 1-10 of 100+

Address City State Zip

3\,-5?,\; \L‘JJSV\‘:\I‘_{I;S AVE, 001094 00001C, MEMPHIS 38105, 555 A s 38105
:ﬁ; :::)é:h;[;ﬁR ST, 045108 00021, MEMPHIS 38111, 555 MEMPHIS 8111
:22 : :::Eii:ggg g House 045108 00021, MEMPHIS 38111, e 38111
222 : :z:gﬂi: gg House 091132 00002, CORDOVA 38018, CORDOVA 18018
;:Z; ;J;:;ANuiﬂrA:I;UHN();&:: C0245T FO0051, COLLIERVILLE R 18017
;i?_—: :;L;IRJ:EOS?E ST, 0295080 00008, MEMPHIS 38111, 555 MEMPHIS 38111
:?)5 BETHANY RD, D0222 00055, EADS 38028, 555 BETHANY EADS 38028
;iil\ :ELI;{(ARI\[I)Y RD, House D0222 00054, EADS 38028, 555 - 38028
555 BOSTON ST, House 029079 00035, MEMPHIS 38111, 555 MEMPHIS 18111

BOS ON ST

Once an address is selected, the screen will return the associated Parcel and Owner information.

Cl i Qelect&i at the bottom of the page t o aapgicattolhme ad

15



Once the address, parcel and owner is added to the application, se | e @ontindie Applicationo
save the information in the Location section.

*Street No.: Direction: *Street Name:
555 --Select—- ¥ BEALE

Unit Type: Unit No.:

--Select-- v

City: State:

MEMPHIS

Status:
1063324

o Lom

Parcel

*Zip:
38103

* Parcel Number:
007009 00014

o [

Owner

Owner Name: @
MEMPHIS CITY OF (DIV OF HOUSING ¢

Address Line 1:
555 BEALE ST

Address Line 2:
MPHS AREA CHAMBER OF COMMERCE

City: State:
MEMPHIS ™

=3
Continue Application »

Zip:
38103

Save and resume later

16
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6) Next, enter details about the project in the Application Information section. C| i Coktinde

Applicationd  w h enecessdrylinformation is complete. Fields with an asterisk* are required.

Commarcial Elactrical Permit

Contact Applcation Support P
! Information 2 |nformaten 3 Documentasion 4 Revisw 5 Fay Fees &

Step 2 Application Information > Project Information

In this page, fill in detailed information for your proposed work. The information in this page needs to
be complete in order for the agency’s staff to review your application.

*Indicates a required fieid.

Detail Information

Application Name:

Detailed Description:

Project Details

General Project Information

*Construction Class:

*Class of Work:

New Services & Feeders

Mew Services & Feeders (0 to 240 Volts): Ampa
Mew Services & Feeders (241 to 480 Volts) up to 400 amps: Ampa
Mew Services & Feeders (241 fo 480 Volts) over 400 amps: Amps
Mew Services & Feeders (Over 480 Volts) 1-10,000: K
Mew Services & Feeders (Owver 480 Volts) 10,004-50,000: LAt
Mew Services & Feeders (Over 480 Violts) Owver 50,000: K

Commercial Service Increase

Service Increase (0 to 240 Volts): Amps
Service Increase (241 to 450 Volts) up to 400 amps: Ampe
Service Increase (241 to 480 Volts) over 400 amps: Ampa
Service Increase (Ower 480 Violts) 1-10,000: KN
Service Increase (Ower 480 Volts) 10,004-50.000: KMA
Service Increase (Ower 480 Volts) Owver 50,000 KN

Complete Remodel

Complete Remodel (0 to 240 Volts): Amps
Complete Remodel (241 to 480 Volts) up to 400 amps: Amps
Complete Remodel (241 to 450 Violts) over 400 amps: Ampe
Complete Remodel (Ower 480 Volts) 1-10,000: KN
Complete Remodel (Ower 480 Volts) 10.000-50,000: K
Complete Remodel (Ower 480 Wolts) Ower 50,000: KA

17



If you opt to pay via Trust Account, indicate this by selecting the checkbox on the last question,
Financial Info, in the Application Information section.
FINANCIAL INFO

Use Existing Trust Account:

Continue Application » Save and resume later

7) Please upload any Documents that are required for your application. Required Documents will be
noted in the description of the Attachment section. Plans should be uploaded here*.

Please note: Uploading plans electronically could ensure review begins sooner or typically takes
less time than submitting paper plans.

*If you do not have electronic plans, please drop of 4 sets of hard copies in the plan review box
located inside the main lobby at 6465 Mullins Station Rd., Memphis, TN 38134. For questions on
paper plan drop off, email planreview@shelbycountytn.gov.

Sel eAddo o add document s. Locate the deEaunmedn t

Commercial Electrical Permit

Contact 3 Application Support

Information Information 3 Documentation 4 Review 5 Pay Fees 6

Step 3:Support Documentation>Support Documentation

In this page, upload documents to support your application.

*indicates a required field.

Attachment

Documents can be batch uploaded then individually labeled, or uploaded one at a time and then labeled. For each document
uploaded, indicate the document type, provide a description, and click the "Save” button to attach it to your application.

The maximum file size allowed is 100 MB.
html;htm;mht;mhtml are disallowed file types to upload.

Name Type Size Latest Update Action

No records found.

Continue Application » Save and resume later
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Once the document is added, select the document Type from the list. S e | eSaveo .fA
Add multiple documents by selectingddo as many ti mes as needed.

Once all documents are added, selecti Cont i nue Applicationo.

Attachment

Documents can be batch uploaded then individually labeled, or uploaded one at a time and then labeled. For each document
uploaded, indicate the document type, provide a description, and click the "Save” button to attach it to your application.

The maximum file size allowed is 100 MB.
html;htm;mht;mhtml are disallowed file types to upload.

Name Type Size Latest Update Action

No records found.

File: Remove
Accela Citizen Access (ACA) Tutorial
abbr- Memphis Shelby.docx

100%

*Type:

MPE (mechanical, plumbing, electrical) Design Drawings W

Description:

spell check

B3 2 =
Continue Application » Save and resume later

If you do not add any required Documents, you will see an error message and be required to add the
document before you can submit your application.

8) Next, Review your application to ensure its accuracy.

Commercial Electrical Permit

Application 3 Support

1 2 Information Documentation

4 Review 5 Pay Fees 6 Record Issuance

Step 4:Review

Continue Application » Save and resume later

Please review all information below. Click the "Edit" buttons to make changes to sections or "Continue Application” to move on.

19



9) After you have reviewedy our appl i ¢ aContinne Applidationd | cwilbgdi a notice that
your application has been submitted successfully.

2 Payment 3 Receipt/Record

1 Select item to pay information issuance

Step 3:Receipt/Record issuance

Receipt

Your application(s) has been successfully submitted.
Please print your record(s) and retain a copy for your records.

555 BEALE St, MEMPHIS 38103

Use this ID to pay fees. Copy Record

10) The application will be reviewed by a Permit Technician to ensure all needed information has been
provided, then you will receive an email instructing you to Pay Fees.

Example email:

Dear [enter customer name]:

Thank you for your application. You have been assigned permit number [enter the OCCE permit number]. Fees are ready
to be paid. There are three (3) payment options. Respond to indicate the method you have chosen.

1) You can pay online using a credit/debit card for a fee of 2.1% of the permit amount. Please log on to
https://aca3.accela.com/SHELBYCO to pay by credit card (Visa, Mastercard, Discover).

2) You can also mail or drop off a check or money order payment at our location using the address below.

3) You can pay using your Trust Account by checking the box on the application or by replying to this email
with the following information: name, confirmation of amount to be charged to the trust account and the trust
account number.

Fee Summary:
Permit Fee: $xxx
Data Processing Fee: $xx
Surcharge: $xx
Credit Card Use: $xx (2.1%)

Please use the assigned permit number to mail/drop payments, request inspections or inquire about your permit.
Thank you.

Office of Construction Code Enforcement

6465 Mullins Station Road

Memphis, TN 38134
Phone: (901) 222-8300

Please wait for an email detailing fees prior to contacting our office. The email is an indication that
your application has been processed.

20



Step 3: Pay Permit Fees on ACA (back to top)

1) To Pay Fees, log into your Accela account and select the Building or Licenses tab, depending
on your application type.

S e | eSearch Applicationso . Locate the applicatian record vy

Home | QG  Licenses

Create an Application Search Applications Schedule an Inspection

Records

Show on Map

1owing 1-1 of 1 | Download results | Add to collection | Add to cart | Copy Record

Date Record Number Record Type Project Name Address Status Action

COM-ELC-20- Commercial Electrical 555 BEALE St, MEMPHIS ) - -
04/13/2020 540001 Electrical Permit Replacements 38103 e b=l

2) Click on the Pay Fees Due link in the Action column next to the application you would like to pay.

Total fees will be itemized based on the scope of work outlined in your application.

Click iT h e ¢ k daubegin the payment process.
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